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GEORGIA DEPARTMENT OF HUMAN RESOURCES

5 ,
" APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF ADMINISTRATIVE SERVICES
' RECORDS MANAGEMENT UNIY
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For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Attani_a, Georgia
30334. Phone - (404) 656-4976 GIST: 221-4983 ~

-~

DHA 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES ARCHIVES AND HISTORY
Applicstion Dete , office of FPinancial Services: Application Number _
‘ Payroll Unit Room 522-§ _
8/5/82 47 Trinity Ave. §.W. - Re:w?—" -5:;4 Cc‘:m e
Application Number Atlanta, Ga. 30334 ~ Osts Rece ste Completeg
82-31 ) AUS 181962 |0CT 25 1962
2. Person to Contact - “Working Titis - . A~ 7 Folephone Number
Charles Heery e - ”?hyfbif'office Supervisor __656-4375 T
3. Actior: Requensd P
a. [X Establish Retantion Schadule; record will contlnunnmmuma
b. [ Dispose of present accumulation; no further socumulation snticipsted. )
c. CJAmenc Application No. . Check One: [ Change; [0 Supercede; CI Void
4, Detes of Series 6. Records Serles Title Holiowed by titie used in office; i different)
Enctiont - Latest - S
1981 " lconéinuing | “Pay

ron B mes AODGDPRY

8. Division and Office Function WhltumofuncnondmomnonmdthnOﬂmlnwhuehﬁuncordu:mnmtodT LR
The Office of Financial Services has the responsibility to maintain thé’ financ{al récords "
for the Department in & manner to reflect seperate accountability for each type of lctivity
administered by DHR, with disbursement clasgifications as required by the State Auditor and
the various Federal agencies. . : :

e

'rhe Payroll Unit is responsible for the utabluhment modification or termination of
employee payroll checks; and the recording, proceuing, reporting and maintaining of
employment wages, withholdings, and related information required by Federal, State. and
Local agencies,.

7. Records Series Description  This file contains the foliowing documents finclude form numbers and titles, if any):  Atwach samples of the fie.
Documents relating to: changing, recording and verifying payroll deductions '

included are: Computer Reports, PACS 1004- Payroll Run Totals/Payroll Unit Control Sheets;
PACS 1011- Proof Run Warning Report; PACS 1019- Salary Advancement Statement; PACS 1024
Proof-Run Salary Totals (Semi£Month1y Conditional Payroll) ; PACS '1025- Proof-Run Detail
Component List (Semi-Monthly Conditional Payroll); PACS 1047- Semi-Monthly Salary Totals;
PACS 5102- Merit System Personnel Action Reports; which list employee identification
information and salary component information, changes, and totals. '
Un-numbered Forma- (4R) Retirement Adjustments Printout; (4R) Retirement Adjustments
Ledger Worksheet; Fmployee Salary Components Changes Printout; Employee Salary Components
Changes Ledger workaheet; Void, Handrawn and Adjustment Checks Printout; Void Check
Printout; Handrawn Check Printout Void, Handrawn and Adjustment Check Data Entry Sheet:
Requeat For Handrawn Check; Payroll Time and _Piecework Printout' (See Continuation Shegt)
Tha file is lrranged ) . ] - T T T
"Chronologically by Month thereunder numericall”

| __ by Organization Number,

‘ B. MRy MIENETOTIGE TS . TROW UTIET #TW TeCOTUS TdEiTeG 1o which are: . .
One 10 six months old 10 :  Seven to twaive months old § ~; Thirmsn 10 wenty-four months old 3 s
twenty-five monthsendolder 1 -~ ? . _

8. Annual Rate of Accurnuuﬂon or R&cordl
44 cubic feet

Letter-sizedravors . Legeieize drowers —_— Sheives . : Othar [Spacity)

EES

it



YES ! NO | 10. Questic=nsirs  (Place an X" in the Proper sslumn) oA A -
i s la this the official copy of tha series? . : '
X If not, whare ks it? M .
b. Doss the serias contain confidential informatien requiring security handling? if yes, cite law or reguistion. ]
X
b 4 c. in this ¢ vital record?
X d. Does this series have historical or long term research velus?
s. When one or two documents in tha file meks it necamary to kaep the entirs file fof a long pariod, could these documents
X 1 be scheduled separately? |
X | ¢t isthe information contained in this series ever pubhsh-d? lf  yos, md’\ 0PV, SRR
g lathe information contalned in this series ever analyzed sndfor ueordod ina wmnwmd npon? - i ~~ o
X H yes, atiach cOpY. el ‘ e
i Is thate 8 duplicstion of this series in your offics, ormmothsroﬂsaoraganw? T
X If yor, where? b e
X 1. Iz this saries fora m-jor portion of It) regulsrly microfiimed?
X i, Does the record series resuit in 8 computer srintout?- - Printouts are included in file series
11. Retsntion Requiremants The following requires the series to be kapt: Yo et
a. Suwte Law 3 years. d. Audit period —YEArL, N
b. Ststum of limitstion yesrs. s. Administrative nesd — 3 . yeans .
¢ Federsl lsw 3 yean. f. Fedarsl retantion inswructions —_— yens

’

Attach copy or axcerpt of l-wn or reguistions. Explein sdministrative need.
Adniniltntively, these files @ré deéded to document payroll deducttons, verify correctnes;,

and ‘research inquiries. Cp i tere e et . ey
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.Application For Records Retention Schedule Page 2

#7 Included Are: (continued)

91 Rourly Payroll Listing, Close Out Checks Ledger Worksheet, Close Out Checks Printout,
Pepartment Close-Out Balances Printout,and related documents and correspondence.




